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How it Works

eGrants is OTS’s web accessible grants management system that will handle all aspects
of the grant process electronically, from grant application submission through grant
closeout and post-grant reporting. It will be accessible online using current versions of
most popular web browsers. eGrants will begin Phase 1 on January 4, 2011 for eligible
agencies to submit grant applications electronically. A link to the eGrants website will
be available from the OTS website at www.ots.ca.gov .

Overview

Upon arriving at the eGrants website you will be required to register as a new user. This
allows you access to the site to begin the application procedure. There are seven pages
of information or processes that must be completed in order to submit a grant to OTS:
Contact Information, Grant Information, Goals and Objectives, Budget, Uploads,
Agency Authorities, and Review and Submit Authorizations.

You will save your work at all stages, and may leave the system and later resume where
you left off. You may return to specific pages and edit the information at any time,
until the point where the application is submitted by the applicant.

Each eGrants webpage will have a corresponding page(s) in this manual to guide you
through its completion. Most of the pages are easy to complete if you have the
information available. There are worksheets to assist you in collecting the information,
in advance, that will be required for the application. The budget, sub-budget (if needed
for Contractual Services), and Authorizations are the most difficult parts of the process
to complete, but they will be easier if you use the worksheets.

There is a Validation Summary on the Main Page. As you complete the various
components of the eGrant Application, it will show the status of all the required
application sections. If there is a green check mark ( " ), congratulations you have
completed that section successfully. If there is a red ( b4 ), the section is not complete.
Clicking on the Page Title for the incomplete component will take you to that page. For
the application to be submitted all components must show a green checkmark and
“Complete”. The applicant will then be able to submit the application to OTS and will
receive a confirmation e-mail indicating that it was received.

An integral part of the eGrants website is the use of pop-ups. All pop-up blockers need
to be turned off for eGrants to work properly. The built-in blocker in Internet Explorer
8 and on the Google Toolbar blocker are the most common, however, you may have
others that come with your internet security software, such as Norton, McAfee or Zone
Alarm, etc. Also check your computer’s “Compatibility View” setting on the Internet
Explorer Toolbar. If it is not set to the “Compatibility View,” the text boxes, buttons,
and pull down menus will not display correctly. Please contact your Information
Technology professionals should you need assistance.


http://www.ots.ca.gov/

Glossary

* Means the information is a required field.

¥ Status Complete
X Status Incomplete, must be competed to submit application.

Agency Authorizer — A high ranking official of the applicant agency, who has the
authority to authorize submitting of an application for a grant. They do not necessarily
need to have the authority to be able to obligate the agency in a grant contract.

Available Funding Opportunities — Grants that are available at the current time.

Close Button— Used in the editing pages. It allows you to exit back to the main page after
making edits.

Collaboration — eGrants allows multiple users to work on an application at the same
time from different work stations. Using this feature the applicant is able to set up
additional users and determine the type of access that each is granted. Be careful
because the last user to make an edit on a page is the one that is saved in the
applications. This is not for Agency Authorizers.

Continue Button — This button, usually found at the bottom of a page closes the page
you are working on and takes you to the next page. It does not save your work.

Contractual Services - Budget Category-contains any professional services and
associated costs necessary to complete grant objectives that are not available through
the applicant agency, and require contractual agreements, Joint Powers Agreements or
MOU’s, in accordance with the applicant agency’s normal procurement procedures.
This category also applies to mini-grants, or to sub-recipients completing grant
objectives through an award process. Please check with your procurement officials to
confirm whether a contract is necessary. Purchase Orders are not considered contracts,
and should be budgeted under Other Direct Costs in the main budget. Personnel
budgeted under Contractual Services are subject to time keeping requirements and
Personnel Activity Reports.

Error Messages — A message may appear in red at the top of the page when trying to
SAVE or CONTINUE. It will explain that there is an error, and what that error is, that
must be corrected before you can complete the operation.

Equipment - includes only those nonexpendable, tangible personal property items with a
useful life of more than one year, which cost $5,000 or more per item, and are
specifically required to carry out grant activities. The total cost of equipment includes
modifications, attachments, accessories, or auxiliary apparatus necessary to make it
usable for grant purposes including tax, shipping, and installation, excluding any
discounts.

Fiscal Authorizer - High ranking fiscal official of the applicant agency or the
governmental entity responsible for the applicant agency’s fiscal records, who can
verify the accuracy of the fiscal information being provided by the applicant.



General — A non-templated grant that must be built using Goals and Objectives from OTS
master lists or constructing your own. By following the instructions provided on the
Goals and Objectives Page you will be able to display the master list and choose Goals
and Objectives appropriate to your grant.

GME - Grants Made Easy. Templated for the most commonly requested grants types.
These have specific required Goals and Objectives and are auto-populated into the
application when you select the grant type. GME’s are available for STEP, Emergency
Medical Services, Probation, and Traffic Records Systems.

Goals — Performance Measure - are what you hope to accomplish by implementing a
traffic safety grant program, and serve as the foundation upon which the grant is built.
Goals are generally statistical data that must be reported in required quarterly reports.

Example : “To reduce the number of persons killed in alcohol-involved collisions”

Indirect Costs — Budget Category - Allowable indirect costs, as defined in the
regulations, shall be reimbursed at a negotiated predetermined fixed rate to agencies
that have submitted to OTS a federally approved Indirect Cost Rate Plan and Approval
letter. Typical indirect costs may include depreciation and use allowances on buildings
and equipment, the costs of operating and maintaining facilities and equipment, and
general administration and general expenses.

Instructions - are located at the top of each eGrants page, but may go out of sight as you
scroll down on the page.

Navigation Bar - is displayed on left side of every page, within the dark blue column, and
can be used to move throughout the application document.

Objectives - Performance Measure - are tasks or activities undertaken during the grant
period to move the grant closer to achieving its overall goal(s). They are quantifiable
measures of the grantee’s performance.

Example : “To conduct 12 Saturation Patrols.”

Other Direct Costs - Budget Category - includes direct items of expense, such as
educational materials, office supplies, minor equipment, and services, under
$5,000.00 per unit, not requiring contractual agreements, acquired or consumed for
purposes of the grant.

Personnel Activity Report — A PAR is a timesheet or log maintained by the employee
which contemporaneously accounts for 100 percent of their time. The objective is to
identify effort spent on multiple programs/federal funds. Where employees (grantees
and sub-grantees) are receiving less than 100 percent of funding from OTS for
personnel services, their time distribution to OTS grants must be supported by after-
the-fact Personnel Activity Reports (PAR's) for all salaried staff and subcontractors
(excludes employees that only receive OTS funding for overtime). See GPM 4.4.1 for
more information.

Personnel Costs - Budget Category - should contain only the direct compensation for
salaries and fringe benefits of the applicant agency’s employees, hired expressly for the
grant, and for the time and effort spent on grant related activities.

Primary — Applicants may work for multiple agencies, such as grant writers. “Primary”
indicates to which agency they are most connected.



Problem Statement and Method of Procedure (PS-MOP) — A required form for
the Grant Application, that is downloaded from the OTS website, saved on your
computer, completed with the required information, then attached to the Grant
Application using the Upload process. The PS-MOP form requires local collision
statistical data, and information about your agency’s Traffic Unit and enforcement
activities.

Save Button — Used to save information before leaving the page or particular function.
Does not close out the page or take you to the next page.

Save and Close Button - Used to save information before leaving the page, then closes
the current page and opens the next page in one operation.

STEP - Selective Traffic Enforcement Program. GME grant for enforcement of common
traffic safety problems.

Travel Expenses - Budget Category - direct expenses for grant related travel incurred by
personnel identified in the budget. Allowable costs include transportation, subsistence,
and lodging, incurred in accordance with applicant agencies' documented travel
policies.

Uploads - documents that can be attached to your application, such as Letters of Support
and the Problem Statement form. Some of these are required portions of the
application.

Worksheet — An optional form that can be used to gather all the pertinent information
prior to filling out the application.



Worksheet Page 1

Grant ID Number :

Budget Estimate- You will only be able to enter information into those fields specific to
the type of grant you selected. These will be indicated by the presence of “Edit” Buttons

in the line item area.

Personnel Costs: Enter classifications to be utilized, the monthly or hourly salary rate, and percentage
(%) of work time related to the grant. A Personnel Activity Report will be required for personnel working
on a less than a 100 % basis. Reasonable cost of living increases or incentive increases should be
estimated and included. A listing of applicable benefits and their % of salary are needed. Overtime Costs
must be broken out separately and are based on operations rather than positions. Applicable overtime

benefits and their %’s are needed.

Position Name:

See Budget Pages 3 and 4.

(For each FT or HRLY position desired)

Brief description

If Full-time: Pay rate:

Avg. per month

% time grant related

If Hourly: Pay rate:

(less than 100%, Personnel Activity Report required)

per hour, # of hours:

Position Name:

(For each FT or HRLY position desired)

Brief description

If Full-time: Pay rate:

Avg. per month,

(less than 100%, Personnel Activity Report required)

% time grant related

If Hourly: Pay rate:

per hour, # of hours:

Position Name:

(For each FT or HRLY position desired)

Brief description

If Full-time: Pay rate:

Avg. per month,

(less than 100%, Personnel Activity Report required)

% time grant related

If Hourly: Pay rate:

per hour, # of hours:

Benefits: (Social Sec, FICA, OASDI, SDI, Worker’s Comp, Unemp, Retire., Health, etc.)

Type %
Type %
Type %
Type %
Type %
Type %




Worksheet Page 2

Overtime :
Type of Operation:
Hourly pay range employees involved: Min. Max.
Type of Operation:
Hourly pay range employees involved: Min. Max.
Type of Operation:
Hourly pay range employees involved: Min. Max.
Type of Operation:
Hourly pay range employees involved: Min. Max.
Type of Operation:
Hourly pay range employees involved: Min. Max.

Overtime Benefits: (Social Sec, FICA, OASDI, SDI, Worker’s Comp, etc.)

Type %
Type %
Type %

Travel Expenses: Enter estimated cost of travel related to the grant, such as the Training and
Leadership Seminar, Vehicular Homicide or other OTS training attendance. Costs include
transportation, lodging, and per diem incurred by personnel identified in the budget, and must be
segregated into “in-state” and “out-of-state” travel.

In-State:

Cost:

Anticipated Travel:

Justification:

Out-of -State

Cost:

Anticipated Travel:

Justification:




Worksheet Page 3

Equipment: Enter the estimated cost of each item of equipment to be purchased. Items that have a
useful life of more than one year and cost $5,000 or more should be included in this category. The total
cost of equipment includes modifications, attachments, accessories, or auxiliary apparatus necessary to
make it usable for grant purposes including tax, shipping, and installation, excluding any discounts.

Item Title:

Quantity: Unit Cost:

Justification:

Item Title:

Quantity: Unit Cost:

Justification:

Item Title:

Quantity: Unit Cost:

Justification:

Item Title:

Quantity: Unit Cost:

Justification:

Contractual Services:

Please look at the definition in the glossary, and follow your agency’s
contracting/purchasing procedures.

You must prepare a sub-budget for this item which will auto-populate the line item on
the Budget Page. The sub-budget will mirror this budget layout exactly, however, it will
be for the items provided or charged for by a vendor under contract. Worksheet 1, 2,
and 4 can be duplicated and used to work out the sub-budget prior to entry into the
system. There should be no Equipment costs in a Contractual Services sub-budget. All
equipment should be included in the main budget and purchased by the grantee using
their procurement policies.



Worksheet Page 4

Other Direct Costs: This category should include the line item titles of any other
direct grant expenses not covered in previous categories including services not
requiring contractual agreements and minor equipment. The following are examples of
line item titles that may apply: office supplies, printing/duplication, educational
materials, radar device, child safety seats, bicycle helmets, and checkpoint supplies.

Item Title: Quantity:

Unit Cost:

Justification:

Item Title: Quantity:

Unit Cost:

Justification:

Item Title: Quantity:

Unit Cost:

Justification:

Item Title: Quantity:

Unit Cost:
Justification:

Depending on the type of your grant, the Budget should now be complete!

Uploads : Your grant application must include a Problem Statement and Method of
Procedure document. You must complete and upload a Problem Statement and Method of
Procedure (PS-MOP) document from a link on the UPLOADS Page. You will select type of
document to be uploaded from drop-down menu based on the type of grant for which you
are applying. Save the document to your computer, so that you can complete the required
statistical information and questions prior to completing the application. When you get to
the Upload section you will upload the completed document from your computer into the
eGrants Application.




REGISTRATION Reg-1

To access the eGrants website you will click on the link from the OTS website, which
will bring you to the Log-In page. If you are a first time user, you will have to register
by clicking on the “Register Here” phrase to the right of the Log-In text boxes.
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Welcome to the Easygrants® System.
Newr User? Register here.
Loginin | |
Frequently Asked
Password | | Questions
Forgot your password?
Log In
About Pop-ups
Easygrants uses pop-up windows to display some files. Please make sure that your Web browser allows pop-ups for - |
Easygrants
About Cookies
Easygrants uses cookies to maintain the session information. Please make sure that vour browser and computer can
accept cookies
from this site. For more information, click View system requirements.
b
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This will take you to the Registration Page and instructions for developing your
complex password.

¢~ Regisiration - Windows Internet Explorer
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Registration -~

Enter all requested information in the spaces provided below. You will have the opportunity to edit the
infarmation after you have registered. Fields marked with an asterisk (*} are required

Your password must meet the following requirements

At least 8 characters and no maore than 16
Atleast one upper-case letter

Atleast one lower-case letter

At least one digit (0-9) or special character
Different from your last 10 passwaords
Must not contain your first or last name

& Click Submit to submit your registration and create your Home page.
e Toreturn tothe Log In page, click Close.

Register

First Name * Edward
Middle Hame W

Last Mame = Gehing

Primary Phone | 9165093027 |
Format: 12345667890

Login Information
E-mail * |egebing@example.com |
‘Confirm E-

|egebing@example.com |
After you complete registration, you will use your e-mail address as your Login ID.

mail *

Password = |

R
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Reg-2

On the Registration Page you will enter the personal information requested. Your e-
mail address will serve as your future Log-In ID. Enter your chosen password and
choose a security question and answer.

Required Information is denoted by the symbol “ * ”

/= Registration - Windows Internet Explorer [-_ ||-I:| |X|
SO~ = ca.gov MIEEINE | |[2]-
Eile Edit Wi Favorites Tools Help
i Favarites | 505 & - | Free Hotmail & | @
— >
& Reqgistration M- B Y|y v Page = Safety + Tooks - lgh-
= Click Submit to submit your registration and create your Home page. -~
« Toreturn to the Log In page, click Close.
First Mame = Edward
Middle Name |V
Last Name * Gebing
Primary Phone [9165093027 |
Format: 1234567890
Login Information
E-mail * |egehing@example.com |
En%?lﬁfm E |egehing@example.com |
After you complete registration, you will use your e-mail address as your Login ID.
Password * | |
Confirm | |
Password *
Security - 5
i\ r . >
Question * |\w’hat is your favorite foothall team? V|
Answer © |Eiears |
Back To Top
For technical assistance, please e-mail eGrants@ots. ca gow
For program assistance. please contact us via e-mail
Conditions of Use | Privacy Policy | Download Adobe Reader
Powered by E asvarantss +6.5.0.0 [Stage] [ |
e
Dane €D Internet 5 - ®100% -
—

When all required information is completed click on the SUBMIT button on the bottom
of the page. A dialog box will appear asking if you are sure you want to register. Click
“OK”.

If you receive a red error message at the top of the page, you will need to correct the
errors listed, such as, missing information or an improper password, and submit again.

If you successfully submit your registration you will automatically be directed to the
HOME Page. Congratulations !

If you forget your password, click the “Forgot Your Password” prompt. A new
temporary password will be e-mailed to you.



HOME Page Home-1

After each Log-In, you will be taken to the “Home” Page. From the HOME page you
can change your password, access Frequently Asked Questions (FAQ), view your
grants, view all your tasks, or apply for funding. Any tasks that are currently pending
some action are displayed automatically under “My Tasks.”

f.; My Tasks - Windows Internet Explorer |Z||E”zl
— ", -
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##57% eGrants System

%,

Home
My Tasks - Fdward Gebing rs"

VWelcome ta your Easygrants® grantee home page.

Change Password | My Tasks | My Grants Profile Apply For Funding

Apply for Funding View All My Tasks

FAG

Help

Log Qut

Federal

eGrants Primary Type of Grant Fiscal Status e Date

Task Grant

1] Contact Type Yoar
20010  Gehing, Complete Gr. Grants GME DU Full  FFY Incomplete WI31/2011 e
Edward Application (Gra Made Time/Qvertime 2011/2012
Made Easy) asy
Back Tao Tof
For techni szistance. please e-mail 2l
For pyiran assistance, please contact
Conditionglef Use | Privacy Policy | Download 2
owered by Eazpgrantse wB.5.0.0 [Stage]
g v W00 -
Navigation Bar Pending Task

Apply for Funding

The Navigation Bar will always be on the left side of the page and will allow you to
navigate throughout the site. From the home page there are limited choices available
on the Navigation Bar. Other pages have different navigation options.

If you decide to leave the site, please use the Log-Out from the Navigation Bar.

As a new user there should not be any Pending Tasks. Once you begin an application
the task will appear here until the application is completed and submitted. You may
have multiple tasks for one application or tasks for multiple applications that you are
working on. The eGrants ID will identify the particular application the task is referring
to. To go directly to a task, click on the Pending Task that you wish to go to.

To begin an application click on the APPLY FOR FUNDING Button, and you will be
taken to the “Apply for a New Grant” Page.



Home-2

e Apply for a New Grant - Windows Internet Explorer

— = E
@.\__}. - |g‘ ca.gov v ||| X |-' | =
File Edit “ew Favorites Tools Help
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#8572 eGrants System
Home
Apply for a New Grant - Edward Gebing 'S
My Tasks My Grants Profile | Apply For Funding
Change Password
Listed kelow are the current funding epportunities accepting applications. To view moare details on the Grant
FAQ Opportunity, click Guidelines next to the cpportunity.
« Toapplytoa Grant Opportunity, select the opportunity and click Continue.
Help » Toreturn to the Home page, click Cancel.
Log Out
Available Funding Opportunities
General Grants
O FFY 2011/2012 hitp:ffwww.ots.ca.gowGrants/Apply/Proposals_2011.asp
Grants Made Easy
FFY 2011/2012 hitp:ffwww.ots. ca.gowGrants/Apply/Proposals_2011.asp
Cancel
Back To Top
For technical assistance, please e-mail eGrantzEotz. ca goy.
For nranram assistance nlease canbact e wis eomail bt
< |_&
I &P Internst fa - 100w -
-
Grant Button

The “Apply for a New Grant” Page will show all the grant opportunities are currently
available for applications.

Decide which type of grant best meets your needs and click the button next to it. Once
you have selected the type, click on the CONTINUE button to proceed to the next page.

General Grants are those that are not templated. You will build these grants based on
your proposal and the emphasis area. There are master lists available for the Goals and
Objectives, or you may write your own following the OTS guidelines.

Grants Made Easy, referred to as GME’s, are the simple, templated grants designed
to accommodate specific types of projects that, by their nature, are very similar. These
grants have set Problem Statements, Method of Procedure, and Goals and Objectives,
for each grant type. GME grants are available for DUI Enforcement, Selective Traffic
Enforcement, Emergency Medical Services, Probation, Vertical Prosecution, and Traffic
Records.

To the right of the Funding Opportunities, are links to the OTS website for more
information on these grants.



MAIN Page Main-1

The MAIN Page has three functions: Instructions, Navigation, and Status of your
application.

/= Main - Windows Internet Explorer

3 +. > -
@.\_/ - |g‘ ca.gov M [ X '.'] | »
File Edit Wiew Favorites Tools  Help
{“f Favorites '{5 @ = | Free Hotmail & -
| »
|'_féMain | | G- B (] = v Page v Safety - Tools - (@~

| *

Complete Grant Application (Grants Made Easy)
Main - Edward Gebing LS

This page ocutlines what steps in the grant application process have been completed or still require completion.

» For security purposes, changes are NOT automatically saved. SAVE YOUR WORK OFTEM!

# Grantapplication CANMOT be submitted until all tasks are completed, as notated with green checkmark.

= “Save" will save your work and keep you on the same page in case you need to make more selections, or step
- . away from your computer.

Grant Information * “Save and Close” will save your work, close outthe current screen, and take you back to the previous screen.
Goals and Objectives « "Save and Continue” will save your wark and mave you to the next portion of the application.

Budget » Click onthe desired “Page Name" to continue on to that section.

Uploads

Agency Authority MOTE: Make sure you have disabled the pop-up blocker. Ifyo
Review and Submit administrator.

Contact Information
Collaboration

g unable to do so, contact your system

FAGQ

Grant Type: Grants Made Easy
Grant Opportunity: Traffic Safety Grant - GME
Federal Fiscal Year: FFY 20112012

Type of Grant:

Log Out

Page Name Status

Contact Information X Incomplete
Grant Information X Incomplete |
Goals and Objectives 2 Incomplete
Budget X Incomplete
Uploads X Incomplete
Agency Authority X Incomplete

b

& Internet 45 | ®ioow -
—
Navigation Bar Status Instructions

Instructions are printed at the top of the page and cover the definitions of Save, Save
and Close, and Save and Continue.

[0 “Save” will save your work and keep you on the same page in case you need to
make more selections, or step away from your computer.

[1 “Save and Close” will save your work, close out the current screen, and take you
back to the previous screen.

[0 "Save and Continue" will save your work and move you to the next portion of the
application.

Navigation Bar is expanded on this page and will allow you to proceed to any page
within the application, Frequently Asked Questions, or Log Out. Click on the desired
page name and you will be taken to that page.



{= Main - Windows Internet Explorer =)
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Complete Grant Application (Grants Made Easy) W
Main - Edward Gebing (=]
This page ocutlines what steps in the grant application process have been completed or still require completion.
& Forsecurity purposes, changes are MOT automatically saved. SAVE YOUR WORK OFTER!
Confact Information « Grant application CANNOT be submitted until all tasks are completed, as notated with green checkmark.
Collaboration « “Save” will save your work and keep you on the same page in case you need to make more selections, or step
- : o away from your computer.
Grant Infcurmat.mnl * “Save and Close” will save your work, close cutthe current screen, and take you back to the previous screen.
Goals and Objectives + "Save and Continue" will save your work and mave you to the next portion of the application.
Budget & Clickonthe desired “Page Name" to continue on ta that section.
Uploads
Agency Authority MOTE: Make sure you have disabled the pop-up blocker. Ifyou are unable to do so, contact your system
Review and Submit administrator.
FAQ
Grant Information
Log Qut Grant Type: Grants Made Easy
Grant Opportunity: Traffic Safety Grant- GME
Federal Fiscal Year: FFY 2011/2012
Type of Grant: GME Traffic Records
Validation Summary
Page Name Status
Contact Infformation  +  Complete
Grant Information ¥ Complete
Goals and Objectives 2 Incomplete |
Budget »  Incomplete
Uploads »  Incomplete
Agency Authority X Incomplete
s
Done e Internet 3 - o100 v

Status of your application is shown in the validation Summary. Your application
cannot be submitted until all pages are shown with a green check as “Completed”. You
should always double check your work, however, especially in regards to the budget.
The program doesn’t know what you will be asking for in your budget, so any
completed line item will trigger a completion in the Validation Summary. You may also
use the Status Page Names as a link to go to those pages which require completion.

Be aware that the MAIN Page is relative only to the application, and in the case of a
Sub-Budget, the process, on which you are currently working.



CONTACT INFORMATION Page Contact Information-1

The Contact Information Page is where you officially become the applicant for this
grant. Enter your contact title (prefix), name, and suffix, then select SAVE.

act Informatio dows Internet Explorer

6‘:;.* - |E| htkp:ifstage-egrants.ots.ca.gov/EasyGrants_WWeb_ OTS Implementation/fodul | +g || Google | 2|~

Eile Edit ‘Wew Favorites Tools Help
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|88 - |AP’CaI|F0rn|a Office of Traffic Sa... | & Cortact Information x | | - B [ =0 v Page - Safety - Tooks - @~

Uploads Grant Information e

Agency Authority

Review and Submit Grant Type: Grants Made Easy
Grant Opportunity: Traffic Safety Grant - GME
FAQ Federal Fiscal Year: FFY 2011/2012
Type of Grant: GME DUI Full Time/Overtime
Log Out
Hame * M. -
Prefix
[Edward | [w | [Gehing
First= Middle Last~
Suffix 3

Primary  Agency Department Job Title Options
Yes Fairfield Folice Grant writer Edit

B

Primary Type Address City State.StateAbbr Zip Country Options
Yes Business 2208 Kausen Elk Grove CA 95758 United Edit Delete
Dr. States
T ————
Done &P 1nternet “a - | ®ioow -
-

For agency, select ADD, and the Agency Affiliation Editor Page will come up.

¢= Organization Affiliation Editor - Windows Internet Explorer
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CONTACT INFORMATION Page Contact Information-2

You will click in the Primary Box if this is your primary agency, then you will click on
the SELECT Button to find your agency. A dialog box will appear where you can type in
the first few letters of your agency name and select FIND.

= Agency Selector - Windows Internet Explorer

e | ca,.gow

Step 2: Select the Agency

Selectthe Agency from the list below and click Select.

California State Fair Police Department »

California State Fair Police Department
Fairfax

Fairfield

&P Internet S v E100% -

A menu will appear with the agencies listed that match your request. Highlight your
agency on the list and click on the SELECT Button. Your agency name will appear on
the Affiliated Agency line.

** If your agency is not listed, check your spelling first. If you can’t locate your agency,
please contact the Regional Coordinator for your geographic area. Your Regional

Coordinator and their contact information can be found on the OTS website.

On the Department Line, use the pull-down menu to select the type of agency your
department represents.

Enter your Job Title and select SAVE AND CLOSE.

5 — TR . . =Select> :
s Ornlzallon Affiliation Editor - Windows Internet Explord City Attarney's Office x|
@__ y - (&l j— Community Development -

= Department of Health and Services. Public Health Branch

Eil= Edit wisw Fawarites Tools Help District Attorney’s Office

- = Education
S4r Favorites = e ~ #&] FreeHotmail & | Enforcement and Planning Division

N Family and Preventative Medicine 2>
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Office of Research and Administration

Police

Probation
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Program Operations Division

Public Health
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Regional Crime Laboratory

Collaboration Research and Development Branch

Grant Information Road

Goals and Objectives Affiliated Agency © Safe Transportation Research and Education Center

Budget School of Public Health - Safe Transportation Research and Education Center
Uploads Department = Sheriff

Agency Authority Superior Cqurl

Review and Submit Job Title = Transportation -
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[ save | Save and Ciose | ciose |

Log Out
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{= Contact Information - Windows Internet Explorer
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Yes Business 2208 Kausen Elk Grove CA 95758 United Edit || Delete
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Yes Business 916-509-3027 Edit J| Delete )
Primary  Type E-mail Address Options
Yes Business egebing@example.com Edit | Delete
v
€ Tnkernet dp v Hioowm -
=

Continue by “Adding” your address, phone numbers, fax, and e-mail address, in a
similar manner, completing each by selecting SAVE AND CLOSE. You will be brought
back to the Contact Information Page to “Add” the next item.

These items may be edited or deleted at any time until submission of the application.

When you are finished select CONTINUE. You will be taken to the next operation, the
COLLABORATION Page.



COLLABORATION Page Collaboration-1

Sometimes it is necessary for several people to work on various portions of a grant
application at the same time. For instance, the main applicant may be working on Goals
and Objectives, while someone else completes the Budget. eGrants allows the applicant
to designate assistants in a “Supporting Role” by using the COLLABORATION Page.

{= Collaboration - Windows Internet Explorer
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ain i » il Tt
within your agency who needs access to assist you in completing the application. You can provide the Supporting

Contact Information Rale either read-cnly or editing privileges.

Grant Information # Click “Add" to add a new Supporting Role person.
Goals and Objectives » Click “Continue” when all Supporting Roles have been entered, orif you choose notto enter a Supporing Rale
Budget atthis time.
Uploads prm—r— =
Agency Authority Grantnformaton
SR ETI ST Grant Type: Grants Made Easy
FAQ Grant Opportunity: Traffic Safety Grant - GME
Federal Fiscal Year: FFY 201142012

Type of Grant:

[ hcc |

Log Out

Back To Top
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Conditions of Use | Privacy Policy | Download Adobe Reader
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By clicking the ADD Button, a page will come up for you to enter the “Supporting Role”
information and the amount of access you wish to assign to the person.

You will need the full name, telephone number, and e-mail address for the “Supporting
Role” designee. See Collaboration Page 2.
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{= Access Rights Editor, - Windows Internet Explorer
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Permission Level PDF Only
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The Permission Level ranges from “View Only” to “View All — Edit All” and are selected
from a drop down menu.

When information is entered, select the SAVE AND CLOSE Button. You will be taken
back to the initial Collaboration Page and display the information you entered. Should
you need to edit the information later you will be able to do it from this page.

Select CONTINUE to go to the next page in the application.



GRANT INFORMATION Page Grant Information-1

This page allows you to complete the selection of the “Type of Grant” from a drop down
menu. The grants on the drop down menu are based on your previous selection of grant
opportunities. In this case we selected Grants Made Easy, so only the available Grants
Made Easy types for this cycle will be displayed. Types of grants available may vary by
grant cycle. Not all grant types are available during all cycles.

{Z Grant Information - Windows Internet Explorer,

3 : D
> |g, ca.gov V| +|| X '.'l
File Edit iew Favorites Tools Help
3 Favorites | 95 @ v €| Free Hotmail & | =
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Home

Main e Applicant Agency will pre-populate.

Contact Information ¢ Department will pre-populate.

Collaboration + Type of Grant: Select from the drop-down menu. For a list of grant type descriptions, click here: Priority Area
Descriptions

e Grant Title: Enter title of your grant.

Goals and Objectives « Grant Description: Enter grant description, briefly describing problem, key goals, and key ohjectives.
Budget « Click "Save" then “Continue" to proceed.

Uploads
Grant Information

Agency Auth ority
Review and Submit
Grant Type: Grants Made Easy
FAQ Grant Opportunity: Traffic Safety Grant- GME
Federal Fiscal Year: FFY 2011/2012
Type of Grant:

Grant Details
Applicant Agency Fairfield '+

Department Falice

Log Out

Type of Grant <Select> w

Grant Title

GME DUI Full Time/Qvertime
Grant Description GME DUI Overtime Only

GME STEPR Full Time/Overtime

GME STEF Overtime Only

GME Emergency Medical Services

GME Probation

GME Traffic Records
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As you will notice in the example, there are two types of DUI, and two types of STEP
grants available. Select the type with the appropriate personnel expenses for which you
will be seeking reimbursement. This will be either “Full-time/Overtime”, which
includes one or more full-time positions and additional overtime for operations, or
“Overtime Only”, which does not allow any full-time personnel, only reimbursement for
actual overtime costs incurred to complete the Objectives.

The Budget Page you will access and edit for your grant, is based on this selection, and
only allows editing of those items allowed in the grant you choose.

Had you selected a General Grant you would select the emphasis area, title your grant
and write a brief description of the proposed project.
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{= Grant Information - Windows Internet Explorer
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Agency Authorty

Review and Submit
Grant Type: Grants Made Easy

Grant Opportunity: Traffic Safety Grant- GLME
Federal Fiscal Year: FFY 2011/2012
Type of Grant: GME DUI Full Time/Overtime

Grant Details
Applicant Agency Fairfield |+

Department Fuolice

FAQ

Log Out

Type of Grant | GME DUI Full Time/Overtime v

Grant Title GME DUI Full Time/Overtime

Grant Description Ta reduce the numhber of persons killed and
injured in alcohol involved crashes, “best
practice” strategies will be conducted by
hiring fulltime traffic enforcement personnel
supported by operations conducted on an
overtime basis. The funded strategies may
include: DUldriver license checkpoints to
deter potential drunk drivers and to educate
the public; DUI saturation patrols, warrant
service operations targeting DUl violators
who failed to appear in court or violate
prbation, stakeouts, a "HOT Sheet”
pragram, court stings and motorcycle safety
DUl saturation patrols targeting impaired
riders and drivers. These strategies are o)
designed to earn media attention thus
enhancing the overall deterrent effect.
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When you select the Grant Type from the pull-down menu, a Grant Description for that
grant is generated automatically. The description is a brief overview of the grant’s goals
and objectives.

Select SAVE which will refresh your page, then CONTINUE to go to the next page,
which is the Goals and Objectives.



GOALS AND OBJECTIVES Page

Goals and Objectives-1

GOALS - The Goals and Objectives for Grants Made Easy grants are templated for

your convenience, and are all listed on this page.

However, pay attention to the

Instructions at the top of the page. Due to space limitations they are not all displayed

unless you click SHOW ALL, at the bottom of the listing.

/= Goals and Objectives - Windows Internet Explorer
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Main e GME Goals are required by OTS and will automatically populate. NOTE: Click " Show All" to show all required goals. b
Contact Information e GME Objectives are required by OTS and will automatically populate. NOTE: Click " Show All" to show all required
Collaboration objectives
e Click "Add" to enter required data for chjectives, if applicakle. The button will then change to "Edit” where changes can
ke made if necessary.
e When all goal and ohjective data is entered, click “Continue™.
Grant Information
g Authority
Review and Submit Grant Type: Grants Made Easy
Grant Opportunity: Traffic Safety Grant - GME
FAQ Federal Fiscal Year: FFY 2011/2012
Type of Grant: SME DUI Full Time/Overtime
Log Out
ID Humber Item £3
5 To reduce the number of persons killed in traffic collisions
B To reduce the number of persons injured in traffic collisions.
7 To reduce the number of persons killed in alcohol-involved collisions
a8 To reduce the number of persons injured in alcohal-invalved collisions
a To reduce the number of motorcyclists Killed in traffic collisions.
10 To reduce the number of motorcyclists injured in traffic collisions.
11 To reduce the number of motorcyclists killed in alcohal-invelved collisions.
12 To reduce the number of motorcyclists injured in alcohol-invelved collisions.
13 To reduce hit & run fatal collisions
14 To reduce hit & run injury collisions.
Viewing Records 1-100f 12 Mext 2 = | Show All
Objectives
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Main & GME Goals are required by OTS and will automatically populate. MOTE: Click " Showr All™ to show all required goals. B
Contact Information = GME Objectives are required by OTS and will automatically populate. MOTE: Click " Show All" to show all required
Collaboration objectives.
Caani mfonnaion = Click "Add" to enter required data for objectives, if applicable. The button will then change to "Edit" where changes can
— be made if necessary.
= When all goal and objective data is entered, click “Continue™
Budget
Uploads ‘Grant Information
Agency Authority
Review and Submit Grant Type: Grants Made Easy
Grant Opportunity: Traffic Safety Grant - GME
FAGQ Federal Fiscal Year: FFY 201172012
Type of Grant: GME DU Full Time/Cvertime
Log Out
ID Humber  Item b
5 To reduce the number of persans killed in traffic collisions
] To reduce the number of persans injured in traffic collisions
7 To reduce the number of persons killed in alcohol-involved collisions
a8 To reduce the number of persons injured in alcohol-involved collisions
=] To reduce the number of motarcyclists killed in traffic collisions.
10 To reduce the number of motarcyclists injured in traffic collisions
11 To reduce the number of motarcyclists killed in alcohol-involved collisions
12 To reduce the number of motarcyclists injured in alcohol-involved collisions.
13 To reduce hit & run fatal collisions.
14 To reduce hit & run injury collisions.
15 To reduce nighttime (2100 - 0259 hours) fatal collisions.
18 To reduce nighttime (2100 - 0259 hours) injury collisions.
Viewing Records 1-12 Show Page View

~

Daone
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You are now seeing a Show Page View with all the Goals listed, and on the lower left it

confirms that you are viewing records 1-12.

The ID Number for the Goals and

Objectives are the reference numbers to OTS’s Master Listing of all Goals and
Objectives, not a numerical listing for your grant’s Goals and Objectives.
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The Goals do not require any input. They have been selected for the specific grant type
as a part of the template. They are mainly statistical markers that will need to be
reported on as a part of your quarterly reporting. Changes in these markers can
indicate how successfully a particular strategy is working.

OBJECTIVES are the activities in the grant, such as enforcement operations, that are
conducted to accomplish the Goals.

Many of the Objectives on this page will require you to insert the numbers of
operations that will be conducted by your agency under this grant. Each Objective that
needs your input will have an ADD button on the right side of the column. You must
complete the additions to all the objectives before the Validation Summary will show
the page as complete. Objectives cannot be deleted from the application. If an ADD
button appears next to an objective that is not anticipated to be used, you must still
select ADD, or you will not be able to complete the validation for the Objectives. It is
again very important to make sure you have viewed all the Objectives or used the Show
Page View, as you may have as many as 25 Objectives that must be viewed.

All the objectives listed, regardless of whether input is needed or not, are objectives for
your grant and will become a part of your final Grant Agreement. Review them to
understand what you are being asked to do to fulfill your Grant.

— Goals and Objectives - Windows Internet Explorer
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File Edit View Favorites Tools Help

o7 Favarites | o & - @] Free Hotmail & @
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ID Number  Item

1 To conduct __ DUIDL Checkpoints. Mote: To enhance the overall deterrant effect and m
promaote high visibility, be sure to issue an advance press release for each checkpoint
operation. For combination DUIKDL checkpoints, departments mustissue press releases
that mention DL's will be checked at the DUIDL checkpoint. Also, according to the Attorney
General's Office all DUIDL checkpoint operations must have signs reading "DUICriver's
License Checkpoint Ahead.” To maximize effectiveness, it may be necessary to conduct a
checkpoint cperation at more than cne location on any given night. Mo occupant restraint
citations will be issued at a checkpoint. 0TS does notfund or support independent DL
checkpoints. Only on an exception basis and with OTS pre-approval will 0TS fund checkpoint
operations that begin prior to 1800 hours.

G To conduct __ DUI Saturation Patrals. m
18 To conduct _ Warrant Service operations targeting multiple DUI offenders whao viclate m

»

>

prokation terms or fail to appear in court.

18 To conduct __ Court Sting operations to cite individuals driving from court after having their
license suspended or revoked

Toissue a press release anncuncing the kick-off of the grant by Movember 15 of the first
grant year. The press releases and media advisories, alerts, and materials must be
emailed to the OTS Public Information Officer at pio@ots.ca.gov, and copied to vour 0TS
Coordinatar, for approval 14 days prior to the issuance date of the release

34 To use the following standard language in all press, media, and printed materials: Funding
far this program was provided by a grant from the California Office of Traffic Safety, through
the Mational Highway Traffic Safety Administration.

35 To conduct Standardized Field Sobriety Testing (SFST) training for __ officers. Note: Atleast | Add |
one sworn officer who has received NHTSA-certified SFST training should participate in each
DUIDL checkpoint conducted under this grant.

26 To submit an application for the California Law Enforcement Challenge
(hitp:iiwww.chp.ca.govifeatures/clec.html) by the 1ast Friday of March in each grant yearto
following: (1) California Law Enforcement Challenge, Morth 7th Street, Sacramento, CA
95811, Gate C, Attn: Special Projects Section (063} and (2): Office of Traffic Safety, 22
Kausen Drive, Suite 200, Elk Grove, CA 95758, Attn: Regional Coordinator.

€D Internet 5 ~| ®1o0%

Objective ADD Button EDIT Button
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When you click on the ADD Button you will be taken to a data screen that will show you
the Objective and allow you to enter the number of operations as a Target Number. If
the objective is not anticipated to be used, then enter a zero into the Target Number
field. When you enter your desired number, you will then SAVE AND CLOSE.

{= Dataset 5 - Windows Internet Explorer
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Uploads
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Target Number Objective

When you SAVE AND CLOSE you will be taken back to the Goals and Objectives page,
and the ADD Button will have changed to an EDIT Button. There will not be any other
indication at this point that you have completed that Objective. The number of
operations selected will not display on the Goals and Objectives page.

Finish the remaining Objectives in the same manner.

Some Objectives will require base year information and some will require percentages
of change. These pages may have a CALCULATE Button that can be used to make the
required calculations for you. Upon viewing them you may edit, prior to saving the
results.
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= Goals and Objectives - Windows Internet Explorer |._||E|[z|
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18 Toconduct _ Court Sting operations to cite individuals driving from court after having their m 2
license suspended or revaked.
25 Toissue a press release announcing the kick-off of the grant by November 15 of the first

grantyear. The press releases and media advisories, alerts, and materials must be
emailed to the OTS Public Information Officer at pio@ots.ca.gov, and copied to your 0TS
Coordinator, for approval 14 days prior to the issuance date of the release.

24 To use the following standard language in all press, media, and printed materials: Funding
forthis program was provided by a grant from the California Office of Traffic Safety, through
the Mational Highway Trafiic Safety Administration.

35 To conduct Standardized Field Sobriety Testing (SFST) training for __ officers. Mote: At least m
one sworn officer who has received NHTSA-cerified SFST training should participate in each
DUNDL checkpoint conducted under this grant.

36 To submit an application for the California Law Enforcement Challenge
(http:ifwww.chp.ca.govifeatures/clec html) by the last Friday of March in each grant yearto the
following: (1) Califernia Law Enfarcement Challenge, Marth 7th Street, Sacramento, CA,
95811, Gate C, Atn: Special Projects Section (063) and (2): Office of Traffic Safety, 2208
Kausen Crive, Suite 300, Elk Grove, CA4, 95758, Attn: Regional Coordinator.

3T To collaborate with the county's “Aveid Coalition” by: participating in all planning and
scheduling meetings and MADD/Avoid DUI Seminars; providing your county Avoid
Coordinater (Host) with your agency’s schedule of operations that eccur during any Avoid
operational campaign period; and reporting daily, during holiday Aveoid efforts, to the county
Avoid Coordinator your agency's DUl arrests & DU fatality information for the Avoid media

campaign.
38 Taoincrease total department-wide DUl arrests by __ % from __ m
Viewing Records 1-10of 18 Next & = | Show Al

Back To Top
For technical assistance, please e-mail elrantz@ots. ca gov.
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When you get to the bottom of the page, if you click on CONTINUE, you will be taken to
the budget page regardless of whether you have completed the Objectives or not. Please
be sure that you have viewed and completed all Objectives by looking at the “Viewing
Records” on the left side of the page, or “Show All” on the right side.

You may return to an Objective and edit it at any time prior to submitting the
application.

When all Objectives are completed and show EDIT Buttons rather than ADD buttons,
click on the CONTINUE Button. You will be taken to the Budget page. If you check the
Validation Summary on the Main Page it should now indicate that the Goals and
Objectives are complete with a Green Checkmark.



BUDGET Page Budget-1

The Budget page is laid out similar to the old claim form. There are five Budget
Categories: Personnel Costs, Travel Expenses, Equipment, Other Direct Costs, and
Indirect Costs. See the Grant Program Manual section indicated in the glossary for
more specific information on these categories. The Grant Program Manual is available
on the OTS website at www.ots.ca.gov .

Worksheets were developed to help you collect all the necessary information before you
start completing the Budget Page, saving you time in the process.
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Contact Information Total Costs

Collaboration
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Uploads
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Log Qut
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The Budget Page only allows you to “Edit” those items to which your grant is entitled.
For example, if you are applying for an overtime only grant, you will not see EDIT
Buttons for Regular Employee or Hourly Employee. If you have not completed your
Grant Information Page there will be no Edit Buttons available.

To begin entering your budget items, click on the Edit Button for the line item that you
would like to “Edit”. In this case we will edit the Regular Employee line item. Selecting
Edit will bring up an Employee Details Page.


http://www.ots.ca.gov/

BUDGET Page

REGULAR EMPLOYEE

/= Regular Employee Details - Windows Internet Explorer
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Enter the name of the position you are seeking, such as Police Officer, DUI

Enforcement Officer, Traffic Clerk, etc., then select ADD.
page. Continue to add all the positions you are seeking.
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If you made an error or decide that a position should not be included, you may delete
this line item by using the DELETE Button.

In order to edit the details for a position select the EDIT Button, which will bring up a
detail page for that position.

= Regular Positions and Benefits - Windows Internet Explorer |T| |E| [zl

ﬁ\;;v |g‘ Ca.goy || X |'-] |,D -

Fil=  Edit  Wiew Faworitkes  Tools  Help
5y Favorites e & ~ & | Free Hotmail & | <

|@Regular Fositions and Benefits | | & - B = | aéa ~ Page ~ Safety - Tools - @v

instrucions

=

& Selectyear from the drop-down menu.
Contact Information = Enterin Quantity.
laboration « Enterin Budget MNarrative.
ik koo alion = Click “Add” {or “Edit” or “Delete” as necessary) to add salary amount.
Goals and Objectives e Click “Add” (or “Edit” or “Delete” as necessary) to add benefits amounts.
= = = Click “*Calculate” for total compensation amount.
= Click “Save and Close” when all positions are complete.
Uploads
Agency Authority
Review and Submit
Position Title DU Enforcement Officer

Log Qut
Total for Position

Budget Narrative for this item: *

Limit: 255 Characters =

=

[ Caicuiate | = a
<4 | B
Done & Internet S v Wio0% v

You will select the number of years for this position. Most GME grants are limited to
one year and will not give you multiple years as an option.

Enter the number of positions desired in the “Quantity” box.

Although the ADD Button is the next down, you will need to complete the “Budget
Narrative” for this item before selecting ADD.

Enter a budget narrative explaining the position and what they will be doing as a part of
the grant. Now select the ADD button. If you have not completed the process correctly
you will receive an error message, in red, at the top of the page, explaining what was
missing. If this happens some of the information previously entered may be lost and
will need to be entered again.

If everything was entered satisfactorily, you will be taken to the Position Editor Page.
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Enter the position’s maximum Monthly Salary, the number of Months, and the percent
of time devoted to the grant.

The Monthly Salary should be computed on the top step, most incentivized position’s
pay, and should include any expected pay increases, for this estimate. If the grant is
approved you will only be reimbursed for your actual expenditures, however the grant
applications are submitted 9-10 months in advance and you do not want to be caught

short on your budget if the position is given to a more senior or highly incentivized
officer.

The “Number of Months” are those that the position is required for in one fiscal year. If
the position will be filled immediately, the number of months will be 12. The system
will not accept any number over 12. If it is a multi-year grant each fiscal year is counted
separately and may not exceed 12 months. If your agency is paid on a 13 “month”
system, the number of months will still be 12, however the salary will be 1/12th of the
annual salary.

The percentage time is that amount that is devoted strictly to the objectives of the
grant. A full-time officer, for instance, would be 100%. A Supervisor that has other
duties, may be 75%, 50% or less. If the percentage is less than 100%, special provisions
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must be made to track the amount of time specifically spent on grant related work
(Personnel Activity Report). Activity reports will be required for all grant funded
positions, with the exception of overtime, which requires Overtime Approval
documents.

When the amounts are entered, you may use the CALCULATE Button to see the
calculations of the costs for that position, or you may select SAVE AND CLOSE to save
the information and take you back to the Position Details Page. The calculations will be
made automatically and displayed on the Regular Positions Page.

BENEFITS - On the Position Details Page, under the Budget Narrative Box, will be a
Benefit Details section. Select ADD, which will take you to the Benefits Editor Page.
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You will need to contact your Personnel, Human Resources, or Fiscal departments to
determine the types and percentages of salary for your benefits. If you are also
applying for Overtime, the benefits charged are different and significantly less. So you
will need separate lists.

Select the benefit type from the list, then, in the % Benefit Box enter the percentage for
that benefit. Select SAVE AND CLOSE to return to the Position Details Page. Use the
same method to enter the rest of your benefit package.

When you have finished pay and benefits for that position, select SAVE AND CLOSE
and you will return to the Employee Details Page. Using the same process, edit the pay
and benefits for all the remaining positions. When finished, select CLOSE, which will
return you to the Budget Page.
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HOURLY EMPLOYEE - From the Budget Page select EDIT for the Hourly
Employee line item. The Hourly Employee Details Page will come up and allow you to
type in the position name for the hourly employee. Select ADD, and you will be
brought back to the Hourly Employee Details Page, with the addition of the position
line item. Select EDIT and you will be taken to the Hourly Positions and Benefits Page.

Complete this page for pay and benefits using the same method described on page
Budget-2.

The only differences in input between Hourly and Regular will be the hourly rate,
instead of the monthly rate, and the number of hours to be funded during the grant
year rather than a percentage of time.

OVERTIME - The Overtime line item is calculated differently. It is based on the cost
for all employees needed to complete a selected operation. When you select the

Overtime line item EDIT Button, you will be taken to the Overtime Page. You are asked
to fill in an Overtime Hourly Rate Range. This is the Overtime Rate from the lowest
paid employee to the highest paid, top-step employee. For example, you are conducting
a Minor Decoy Operation with two CSO’s, two officers, and a sergeant. You would
enter the lowest CSO overtime rate as the minimum, and the top-step sergeant’s
overtime rate as the maximum.
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Select the type of operation you would like to fund, from the pull down menu and Select
ADD. Using the same method, add all the operations you will need to conduct for your
grant. If the type of operation is not listed, you may choose “Other”, and may edit the
Overtime Item Title. Types of operations available may vary by grant cycle. Not all
operation types are available during all cycles. DUI Checkpoints are not available from
OTS, but will be available only from U.C. Berkeley for the 2013 Application Cycle.
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You will “Edit” each Overtime Operation line item by typing in the quantity of this type
of operation you will be conducting, and the cost estimate for an individual operation.
Estimate slightly higher for the activity cost, to allow for pay or benefit increases, or to
be able to add personnel should you need to at a later time.
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Select “Year” from the drop down menu and enter “1” as all GME grants are one year in
length. Enter “Quantity” of activities and “Activity Cost” per activity. If you selected
“Other”, complete the “Budget Narrative” field by describing what will be done under
this activity, what roles are required and what duties will be performed. Click “Add”

(or “Edit” or “Delete” as necessary) to complete benefits information, then click
“Calculate” to reach total overtime compensation.

Click “Save and Close” to save and return to the previous screen.
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Add the Overtime Benefits similarly as instructed above on page Budget-3. Benefits
charged on Overtime will be different than those charged to Regular time. Contact your
Fiscal or Human Resources departments to get the benefits that are applied to
Overtime Pay and the percentage rates.
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When you finish a particular line item and return to the Budget Page, it will show you
the line item cost total, and Cost Category total.
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TRAVEL EXPENSES - This is a Fiscal Year total for all grant related travel. Be sure
to include funds for training you will need for your grant and OTS required or
supported events, such as the CDAA Vehicular Homicide Training. A description of all
known travel and a justification are required. In-state and Out-of-state travel are
separate line items and are budgeted independently.

CONTRACTUAL SERVICES - This is not required for most grants, and due to its
complicated nature, has a chapter dealing entirely with this process.

EQUIPMENT - Items claimed as equipment are those that have a cost of over
$5000.00 per unit. NHTSA must approve all equipment purchases.

To request equipment for your grant, select the EDIT Button on the Equipment line
item. This will take you to the Equipment Item Name Page, where you will select from a
drop-down listing of commonly funded items. If the item you are seeking is not in the
drop-down listing, you may select “Other,” and type in the name of the item. Then
select ADD, to form a list of your requested equipment.
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NOTE: ltems must cost 35,000 or more per unitincluding tax, delivery, installation, and accessories to make it fully
functicnal to be considered "Equipment”.

Selectitemn name from drop-down menu.

Ifitem not found, select "Other” and enter itern name in boxto right.

Click “Add" then "Edit” {or "Delete” as necessary) to add items to budget with quantity and costs.
Click "View Details" to show cost breakdown for all items.

Click "Close™ after all items have been entered.

Equipment ltem Name

View Details
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(f Equipment Editor - Windows Internet Explorer
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When you have your list completed you will “Edit” each line item individually by
selecting EDIT. You will be taken to the Equipment Editor Page, where you will enter
the Quantity, the per Unit Cost, a Budget Narrative of what the item is, and your
Justification for wanting to purchase the item. When finished with the item select
SAVE AND CLOSE. Complete this page for each item listed on the Equipment Item
Name Page.

When you have completed the edits for the equipment, select CLOSE and you will be
taken back to the BUDGET Page.
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OTHER DIRECT COSTS - Other Direct Costs (ODC) are those items, such as
educational materials, office supplies, minor equipment, and services not requiring
contractual agreements, acquired or consumed for purposes of the grant, that are less
than $5,000.00, individually, although as a total may exceed that amount. For
instance, you would like 4 - $3,000.00 LIDAR Units for a total of $12,000.00. The unit
price is under the $5,000.00 limit, so it is considered ODC rather than equipment.

To request ODC items, from the Budget Page, select EDIT on the ODC line item. That
will take you to the “Other Direct Costs Line Item Name” Page.
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The “Item Name” Box has a pull-down menu listing approved ODC line items.
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&P Internst S - 100w -

Pull Down Listing
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Click on the item you want. It will show the item, along with the standard budget
narrative for that item. If the item is not on the list, you may select “Other”, name the
item and describe it in the budget narrative, as done with Equipment.

her Direct Costs ltem Name - Windows Internet Explorer

6;3: - |g, hittp: {fstage-egrants.ots.ca.gov/Easygrants_web_oTs/Implemnentation/Module (8| [ | ¢ Google 2 |-
Eile Edit Wiew Faworites Tools Help
iy Favorites | s @8 Suggested Sites = @] Free Hotmail @1 Web Slice Gallery =
»
| & Other Direct Costs Item MName | | 5 - B (5] @ - Page » Safety » Tools ~ @@~
.
f@ﬁ CALIFORNIA OFFICE oF TRAFFIC SAFETY
@ xﬁr eGrants System
Complete Grant Application (Grants Made Easy)
Other Direct Costs Item Name - Edward Gebing | b

Home instructions |

Main e Selectitem name from drop-down menu, then click "Add". If item not found, select "Other" and enter iterm name in box

Contact Information to right.

Collaboration =+ Click “Edit” (or “Delete” as necessary) to add item guantities and costto budget.

Click “Wiew Details” to show cost breakdown far all items
ant Information -
’ < ' = Click “Close™ after all items have been entered
Goals and Objectives
a

Agency Authority View Details

Review and Submit

FAQ

itemn Name [V libration Unit [l 99 |
Freliminary Alcochol Screening Devices used by law enforcement to detect the presence of alcohol in a persons breath
Log Out during DUI enforcment activities. PAS calibration units are used to ensure accuracy ofthe device
Back To Top
For technical assistance, please e-mail eGrantzEots ca gow
For program assistance, please contact us via e-mail . 3
&P Internet S ov E100% <

Select ADD and it will add the item to a list of those you have chosen.

¢~ Other Direct Costs Item Name - ndows Internet Explorer
&\;} - |g, http:f/stage-egrants. ots. ca.gov/Easygrants_web_oTS ImplementationrModul: (3| |2 | | 2€ |-;‘] Google | 2|~
File Edit Wiew Favorites Tools Help
<l Favorites | s @8 suooested Sites @8 Fres Hotmall @ weh Slice Gallery =
>
|@other Direct Costs Item Mame | | i - B (] e - Page - Safety -~ Tools - M@~
-~
é l;ﬁ_ﬁ ﬁ CALIFORNIA OFFICE oF TRAFFIC SAFETY
Complete Grant Application (Grants Made Easy)
Other Direct Costs ltem Name - Edward Gebing r=s"
« Selectitem name from drop-down menu, then click "Add”. Ifitem not found, select "Other™ and enter item name in box
yntact Information to right
P ———— = Click “Edit” (or “Delete” as necessary) to add item gquantities and costto budast
- Click “Wiews Details” to show cost breakdown for all items
ant Information -
= o ’ - '_. . = Click “Close™ after all items have been entered.
Goals and Objectives
y Authority View Details
Review and Submit
FAGH Item Nﬂmel =Mone= ~ | m
Log Out Item Name Year 1 Options
PAS Flashlight E0.00
Voice Recorder F0.00
Office Supplies $0.00
.
&P Internet g v 100w -

Select EDIT and you will be taken to the Other Direct Costs Editor Page.
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{= Other, Direct Costs Editor - Windows Internet Explorer |__||E|r5__(|
7Y g O =
@ a2 - |g, ca.gov M| X IT' | 2
File Edit View Favorites Tools Help
{Qf Favarites {.:‘5 @ ~ & FreeHotmail & | =
_ - »
(& Other Direck Cosks Editar 5 v B - [ d=1 v page - Safety - Took v @@-
nd Objectives = Click “Calculate” for total cost. Lo
» Click “Save and Close” to return to previocus screen.
) Add or Edit Other Direct Costs
Authority
- o i
and Submit tem Name PAS Devicel/Calibration Unit
Freliminary Alcohol Screening Devices used by law enforcement to detectthe presence of alcohol in a persons breath during DU
enforcment activities. PAS calibration units are used to ensure accuracy of the device.
Has this item been purchased for
your agency with OTS funds in the _
last three (3) years? "
Is this Paid Media? *
Quantity * Unit Cost * Total
Justification for this item: *
Limit: 255 Characters
=
M
£ >
Done €D nterner Gn v Hioow -

You will have to answer two questions using pull-down menus, and be sure the year is
appropriate to the length of the grant. Enter the Quantity, the Unit Costs, and the
Justification for requesting the item. It will calculate the total costs for you and enter it
on the Budget Page.

If you selected “Other” as the item, you will be requested to fill in a Budget Narrative
description of the item. When finished with the item, select SAVE AND CLOSE.

INDIRECT COSTS — Indirect Costs (IDC) are not applicable to most grants, and will
not allow you to see an EDIT Button.

If you are completing a Grant Application where IDC is allowed, you must
contact your OTS Coordinator prior to requesting them in the application.
You will be required to submit your federally approved Indirect Cost Rate
Proposal Letter with your application by attaching it during the Uploads
process.
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Finish editing all the items on your listing, then select CLOSE. You will be brought
back to the Budget Page. All your cost categories should show the desired amounts
from your budget, and the totals at the bottom of the page.

{2 Budget - Windows Internet Explorer

@.\i/w' |g. a.gov ¥ % I-T' |P .
File Edit View Favorites Tools Help
ol Favorites | s & - ] Free Hatmal & M
@Budget ﬁ - B = Qé; * Page v Safety = Tools = @v =
-~
Total by Category
Equipment
Equipment $29.000.00 IE s29.000.00
Total by Category $29,000.00
Other Direct Costs
Other Direct Costs $250.00 E s2s0.00
Total by Category $250.00
Indirect Costs
Indirect Costs
Total by Category
Total $355,752.60 $355,752.60
i
et
Joore € Internet 45 v ®iow -

You may go back in to the BUDGET Page at any time prior to submission and make
edits.

When you have completed the BUDGET Page, select CONTINUE. You will be taken to
the UPLOADS Page.



UPLOADS Page

= Uploads - Windows Internet Explorer

Uploads - 1

Main
ntact Information
laboration
nt Information
and Objec
Budget

You
OTS grant application.

MOTE: Click on the following link for a list of Problem Statement and Method of Procedure documents:

Click on the link UPL2ADS and download appropriate PS-MOP documents to your computer.
Complete PS-MOP documents.

Selecttype of document to be uploeaded frem drop-down menu.

Click "Upload™ to upload document(s)

Agency Authority
Review and Submit

FAGQ

Grant Type:
Grant Opportunity:
Federal Fiscal Year:

Grants Made Easy
Traffic Safety Grant- GME
FFY 2011/2012

GME DUI Full Time/Cvertime

Log Out
Type of Grant:

Required Template

@. g |g, ca.gov, - -
Fil=  Edit  Mew Favorikes Tools  Help
5l Favarites | 55 &2 ~ @& Free Hotmail & | b
| @ Uploads [ | o - B (] deh - Page ~ Safety - Tools ~ @@~
= 7 - ~
CALIFORNIA OFFICE ofF TRAFFIC SAFETY )
eGrants System
Complete Grant Application (Grants Made Easy)
Uploads - Edward Gebing rs=n

must complete and upload a Problem Statement and Method of Procedure (PS-MOP) document as part of your

UPLOADS

Indirect Cost Rate Proposal (ICRP) Mo [REE
Letters of Support Mo A
Froblem Statement and Method of Procedure Yes PIA,
&P Internet -~ | =

Grant Type Document s Required

UPLOADS Link

The Uploads Page will give you instructions on how to upload documents to your
application and which documents are required. The primary document is the Problem
Statement and Method of Procedure (PS-MOP). Letters of Support, and Indirect Cost

Rate Proposal Approval Letters may also be uploaded.

Clicking on the “UPLOADS” link will take you to the OTS website, where a page is

dedicated to the PS-MOP document. At the bottom of the page will be

a listing of

uploads for the General and GME templated grants. Choose the one that corresponds

to your grant type.

¢~ eGrants Uploads - California Office of Traffic Safety (OTS) - Windows Internet Explorer

Your grant application must include a Problem Statement and Method of Procedure document

far. Use the General Grants document for any type of grant not included in the list
# Download and save the document to your computer.

“# Complete the document with the necessary information then upload it as per the instructions in the eGrants system

iy e +.
SIS |.x' ca.gow || Fe || =
File Edit Wiew Favorites Tools  Help
i Favorites | ois @8 - & Free Hotmail 2] -
_ »
|.=r eGrants Uploads - California OFfice of Traffic Safety (... | | £ - =2 (%] pe=n - Page - Safety -~ Tools — @~
W -
Home = Grants -» eGrants -» eGrants Uploads
INSTRUCTIONS

# From the list below. select the Problem Statement and Method of Procedure document that matches the type of grant you are applying

EGRAMNTS PROBLEM STATEMENT AND METHOD OF PROCEDURE UPLOADS

% General Grants

# GME Emergency Medical Serwices Grants_10

# GME Emergency Medical Services Grants 20

—

“# GWE DU Avoid

% GME DU - FullTime/Overtime Grants

“# GME DUI - Qvertime Only Grants

= GME Traffic Records Grants
“# GME Probation Grants
= GME STEP - FullTime/Overtime Grants

“# GME STEP - Overtime Only Grants

&P Internet o

 100%




Uploads - 2

You will be taken to a multi-page document that you will need to “Save as” to your
computer and complete, prior to uploading. The document requests local statistics on
collisions for a three year period, and answers to specific questions about your Traffic
Unit and Enforcement activity. It will take some time to acquire the information
needed, and should actually be done prior to the application.

= EENTRE Uploads_PSMOP_GME_STEP_FT_OT (Read-Only) - Microsoft Word

Home Insert Page Layout References Mailings Review View ] Help

— 5@ Web Layout || [¥] Ruler | Document Map Q -f ] One Page £33 New Window | 1] View Side by Side %
u Outline [ Gridlines | Thumbnails 0[G4 Two Pages = Arrange 21 14} synchronous Scrolling
Full Scresn Zoom  100% - Switch
Reading =] Draft [[] Message Bar =] Page Width split #14 Reset Window Position | windows ~

Document Views Show/Hide Zoom ‘Window

o
EXHIBIT C
PROBLEM STATEMENT AND METHOD OF PROCEDURE

PROBLEM STATEMENT

L Using 1ocal g5t (not OTS Rankings or SWITRS), complets the table below

3 T00%
colision Type

Fatal

TRy

Alcohal
Invalved

Fana Fon

Tighttme
[2100-0258
hours}

Frimary Tnjury Tnjured Thjury Tnjured | Fatal | Injury Tnjured
collision
Factors®

I

=2

w3

=Please insert the local data for your top three Primary Collision Factors, determined, using.a three
year average (2008,2009,2010). Include the causal factor (ie. Speed), the.collision information, and. the.
i - )

r.

PROVIDE DETAILED ANSWERS TO THE FOLLOWING QUESTIONS AS PART OF THE PROBLEM
STATEMENT:

1. Describe current traffic unit complement (number of personnel and classifications). If applicable,
cescribe how the size of the Tratfic Unit has FILCTLETEE In the Past five years and why.

Page:i1 of 3 | Words: 787 | <& | |i-|§l-||3ﬂ||§|.

(amh H 9o ’:I = Uploads_PSMOP_GME_STEP_FT_OT (Read-Only) - Microsoft Word - = X
Home Insert Page Layout References Mailings Review View 1 Help (7]

|:| I == 3 Web Layout || [¥] Ruler | Dacument Map Q

[l one Page £33 New Window | (1] View Side by Side %
L [3 outline | Gridlines | Thumbnails [Bd Twe Pages = arrange a1 3% synchronous Scrolling
Print |Full Screen Zoom  100% Switeh

Layout | Reading (=l Draft [] message Bar =] Page width || =] split 14 Reset Window Position | windows ~
Document Views Show/Hide Zoom Window Macros

=

Macros

EXHIBIT C
PROBLEM STATEMENT AND METHOD OF PROCEDURE

AVOIDthe Number Of Checkpoints In Your
Jurisdiction

Mini-Grant Number Number of Checkpoints

Number of Department Funded
Checkpoints (Not OTS Funded)

Additional information.

Whatis the average number of DUI arrests per checkpoint?

Does your Agency participate in an AVOID DUI program?
© Yes © Mo

What percent of your DUI arrests between October 1, 2010 and September 30, 2011 were made as
a result of a collision?

What percent of your total fatal and injury collisions between October 1, 2010 and September 30,
2011 occurred atintersections?

Describe the problem caused by red light running inyour city.

How many "hand held” cell phone usage while driving dtations ¢id your department issue between
October 1, 2010 and September 30, 20117

How many “texting” while driving dratons did your department issue between October 1, 2010and
Seprember 30, 20117

METHOD OF PROCEDURE

Phase I: Program Preparation, Training and Implementation (1st Quarter of the Grant Year)

«  The police cepartment will gevelop operational plans to implement the “bast practice”
strategies outlinedin the objectives section.

Page: 20f3 | Words: 787 | o | ‘i-EHEﬂIEI

When the form is completed and saved in your computer, it can be uploaded into your
Grant Application.
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Uploads - Windows Internet Explo

@;;,- [&1 rttpiistage-earants.ots.ca.gov/Easyarants_iweb_OTS ImplementationiModuis [M] 2] [ |28 Google 2 -

File Edit Wiew Favorites Tools Help

< Favorites | 35 &8 Suggested Sites ~ @] Free Hotmail @& ‘Web Slice Gallery ~

_|@Uplnads | o B [ 7] = v Page -~ Safety ~ Tools - #d- ==

Home Instructions: 5

Main You must complete and upload a Problem Statement and Method of Procedure (PS-MOP) document as part of your
Contact Information OTS grant application.
Collaboration

ant Information MOTE: Click on the following link for a list of Problem Statement and Method of Procedure documents: UPLOADS

Click on the link UPLOADS and download appropriate PS-MOP documents to your computer.
Complete PS-MOFP documents

Selecttype of document to be uploaded from drop-down menu.

Click "Upload" to upload documentis).

Review and Submit
‘Grant Information

FAQ

Grant Type: Grants Made Easy

Grant Opportunity: Traffic Safety Grant- GME
Log Cut Federal Fiscal Year: FFY 2011/2012

Type of Grant: GME DU Full Time/Overtime

Upload Checklist

Type Required Template
Indirect Cost Rate Proposal (ICRP) Mo P&
Letters of Support Mo [RTEN
Froblem Statement and Method of Procedure Yes MiA

Type * | Problem Statement and Method of Procedure V| m

-

€9 nternet g v Hi00% <

At the bottom of the eGrants Uploads Page there is a “Type” box, and a pull-down
menu of document types that can be downloaded. Select “Problem Statement,” then
select UPLOAD. It will take you to the Uploads Editor Page. Below the “Upload
Document” title bar is a “Browse” Button. Select BROWSE, find your completed PS-
MOP document, in your computer, select the document, and select UPLOAD.

Uploads Editor - Windows Internet Explorer

6\:;." |& http:fistage-egrants. ats.ca.gov /Easyagrants_web_OTS ImplementationMaodule [ g || 7:' Goongle =

Eile Edit Wiew Fawvorites Tools Help

5 Favorites | 55 @8 Suggested Sites ~ @] Free Hotmail @ web Slice Gallery +

| & Uploads Editar | | i - 8 [ den v Page - Safety - Toos - @~ ”
Complete Grant Application (Grants Made Easy) [
Uploads Editor - Edward Gebing =
Home instructons |
Main
Contact Information Flease follow these instructions to upload the document

Collaboration

EE T TR AT 1 If available, download the template and save the file to your computer.
= - 2 Openthe file and enter the required information. Refer to the guidelines for more information.
Goals and Objectives - ;
S 3 Save the file on your computer in one of the formats specified below.

udge 4 In the Upload Document section, click Browse to find the file on your computer.

5 Afterthe file name appears in the text box, click Upload.

Agency Authority 6 Click on the Converted File Name to view the document to verify it was accepted by the system. If the system
Review and Submit encountered errors saving your document, they will appear in the new window

Download Template (if available)

FAGQ Mo temnplate available

Log Cut Upload Requirements
Upload Type Problem Statement and Method of Procedure
File types allowed .doc, .pdf, .docx
Maximum file size
allowed A D |
Maximum pages
allowed A
Maximum words
allowed A
Maximum characters
allowed MiA

(including spaces)
| | CErowse. ) TN

P

€D Internst 5 ~| ®|ioow -
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Uploads Editor dows Internet Explorer

5};‘:;- |g, http:{fstage-egrants.ots.ca.gov/Easyarants_Web_OTS/Implernentation/Modul: (M| [+ | ¢

File Edit Wiew Favorites Tools Help

5 Favorites | 955 @8 suggested Sites - @] Free Hotmail @ Web Slice Gallery -

>
| & Uploads Editor | | o B 7] = v Page -~ Safety ~ Tools - -
Upload Type Problem Statement and Method of Procedure £3)
File types allowed .doc, .pdf, docx
Maximum file size
allowed i
Maximum pages
allowed M
Maximum words
allowwed i
Maximum characters
allowed PliA

{including spaces)
Upload Document
T |(orowse. ) K

Upload Details

Conversion Uploaded Uploaded
Original File Hame Converted File Hame Result Date By Options

File

uploaded

successfully
Uploads_PSMOP_GME_STEP_FT_OT.docUploads_PSMOP_GME_STEP_FT_OT.pdfand file 12/27/12010

conversion

isin

process.

Sebing,

Edward L2

Save and Continue

-

|2

€ Internet 5 - ®100%

Your document will upload, convert, and give you a file name and status. Select SAVE
AND CONTINUE. Use the same process for any other required or desired Uploads.

You will notice a change in status on the Main Page Validation Summary indicating
that the Upload is complete.

ternet Explorer

- |g, http:/ fstage-egrants.ots.ca,.gov/Easyarants_web_oTs/Implementation/Module [3| [ | [ 3¢ Google 2 -
Eile Edit Wiew Favorites Tools Help
5l Favorites | i @8 Suggested Sites * @ Free Hotmall @ 'Web Slice Gallery ~
| & e 1 fi- B 1 @ - page - Sefew e Took- @
~
Complete Grant Application (Grants Made Easy) B
Main - Edward Gebing | = b
This page cutlines what steps in the grant application process have been completed or still require completion
» Forsecurity purposes, changes are MOT automatically saved. SAVE YOUR WORK QFTEN!
Contact Information = Grant application CANMNOT ke submitted until all tasks are completed, as notated with green checkmark.
l: Jlaboratio & “Save” will save your work and keep you on the same page in case you need to make more selections, or step away
:c aboration . from your computer.
Grant Information + “Save and Close" will save your work, close outthe current screen, and take you back to the previous screen.
& "Save and Continue" will save your work and move you to the next portion of the application.
# Click on the desired “Page Name™ to continue on to that section
¢ Authority NOTE: Make sure you have disabled the pop-up blocker. If you are unable to do so, contact your system administrator
Review and Submit
FAQ Grant Information
Grant Type: Grants Made Easy
Log Out Grant Opportunity: Traffic Safety Grant - GME
Federal Fiscal Year: FFY 20112012
Type of Grant: GME DUI Full Time/Cvertime
Page Name Status
Contact Information +  Complete
Grant Information +"  Complete
Goals and Objectives " Complete B |
Budget +  Complete
Uploads ¥  Complete
Agency Authority > Incomplete
.|
&P Inkernet v Hlo0% <




AGENCY AUTHORITY Page Agency Authority — 1

In order for the Grant Application to be submitted to OTS for consideration, the
application must be reviewed and approved by two high ranking officials. One will
review the application for the agency, such as a Chief or Deputy Chief, and is the
Agency Authorizer. This takes the place of a cover letter on agency letterhead, used in
the past. The other is a Fiscal Authorizer, who is a high ranking fiscal official of the
agency or the governmental entity, who can attest to the accuracy and applicability of
the budget figures supplied in the application.

= Agency Authority - Windows Internet Explorer

=03
: i | [+ = | =8 2 [~
&y » [&] httpiiistage-sarants.ots ca.gow/Easyarants_web_OTS{Implementation Mool > 2q ool
File Edit Wiew Fawvorites Tools  Help
<l Fawori tes | 522 @8 sugoested Sites ~ &8 Free Hotmail & Wweb Slice Sallery =
| @8 agency authariey | | - B [ dwn - Page ~ Safety ~ Tools - &~

)
G st A
éﬁﬁﬁ‘ﬁ CALIFORNIA OFFICE oF TRAFFIC SAFETY

eGrants System

‘Complete Grant Application {Grants Made Easy)
Agency Authority - Edward Gebing

Instructions

One Agency Authorizer and one Fiscal Reviewer is reguired to review and approve application before it can be submitted to
Contact Information OTE for consideration.

Collaboration
ant Information
and Objectives
Budget
Uploads

Complete infarmation for Agency Authorizer by clicking “Add™ under Supporting Role
Complete information for Fiscal Reviewer by clicking “Add™ under Supporting Role
Click "Motify™ to send notification approval request to authorizers (or “Delete” or "Re-Motify” as necessary)

This will generate an email to each authorizer asking for their review and approval of application.
Click "Continue"

Ai=

Grant Information

Grant Type: Grants Made Easy

Grant Opportunity: Traffic Safety Grant- GME
Federal Fiscal Year: FFY 2011/2012

Type of Grant: SME DUI Full Time/Overtime

=

Back To Top
For technical assistance, please e-mail =G rant=Eots ca gow.

~

&P Internet < - 100 -

These Supporting Roles will be assigned by the applicant by selecting the ADD Button.

The Access Rights Third Editor Page will come up for you to enter the name, role,
phone number, e-mail address, and a permission level for the authorizer.

¢= Access Rights Third Editor - Windows Internet Explorer

=1
|[2]-

5;:- |g, hittp: /{stage-sgrants .oks.ca.gov/Easyarants_web_oTS{Implementation/Modul: (8| [#2| [ 3¢ | |28 sccale

File Edit ¥iew Favorites Iools  Help

i Favorktes | gip @8 suogested Sites = 8] Free Hotmail @7 web Slice Gallery «

| & access rights Third Editor | | & - B ] = -~ Page ~ Safety ~ Tools - @h—

‘Grant Information _

Grant Type: Grants Made Easy

Grant Opportunity: Traffic Safety Grant - GME
Federal Fiscal ¥Year: FFY 20711/2012

Type of Grant: GME DU Full TimeiCvertime

Add or Edit Supporting Role Information

Prefix

[abe 11 | [lincoin
First~ Middle Last”

<Mone=> ~

Suffix

Role * Agency Authorizer |
Phone * [3216549875 | [

Enter nummbers only. Extension

E-mail © [abelincoin@example com |

Confirm E-mail ~ |ahellnculn@example.CUm |

Permission Level Wiew All - Edit Al ~|

PDF Only
Niew All - Edit Aldl

View All - Edit Program Onl se || Close |

Wiew All - Edit Financial Only

[SecurityRole. SecurityRole |

~

&P Internet Fh v F100% -

When finished select SAVE AND CLOSE at the bottom of the page.




AGENCY AUTHORITY Page Agency Authority — 2

e Agency Authority - Windows Internet Explorer

GO- = SERE 38
Fle Edt Yew Favortes Took Help
i Favorites | 5 @& * €| Free Hotmail & @
_|@ngency Authority | | B v Bl [ g - Page- Safety+ Tods+ @r
57 CALIFORNIA OFFICE of TRAFFIC SAFETY A

@%ﬁ@r eGrants System

Complete Grant Application (Grants Made Easy)
Agency Authority - Edward Gebing r=n

Home

Main One Agency Authorizer and one Fiscal Reviewer is required to review and approve application hefore it can be submitted to

Contact Information
Collaboration

Grant Information
Goals and Objectives

0TS for consideration.

Complete information for Agency Authorizer by clicking "Add" under Supporting Role.
Complete information for Fiscal Reviewer by clicking "Add" under Supporting Role.

Click "Notify" to send notification approval request to authorizers (or "Delete™ or "Re-Motify™ as necessary). /=
This will generate an email to each authorizer asking for their review and approval of application.
Click "Continue".

Budget
Uploads

Review and Submit Grant Information

Grant Type:
Grant Opportunity:

FAG Grants Made Easy
Traffic Safety Grant - GME
FFY 2011/2012

GME DUl Full Time/Cvertime

o |

Federal Fiscal Year:

Log Out

Type of Grant:

Name Access

E-mail Outcome Role Options L
Level
lincoln, ahe abelincoln@example.com Applicant Agency Authorizer  View All - Edit
Agency All
Authaorization
b
€ Internet vp v W% -
Notify Button

You will return to the Agency Authority Page with the Supporting Role information
displayed. Use ADD to enter your Fiscal Authorizer in the same manner as above. Once
both of the authorizers are shown on the list, select the NOTIFY Button for each.

Each of the authorizers will be sent an e-mail, at the e-mail address provided in the
application, requesting them to log into the website and review the application. When
they have reviewed the application, there will be a “Submit” Button for them to use to
complete the task and authorize the application.

When all tasks are completed and show a green check mark on the Main Page, and both
Authorizers have submitted the application, the primary applicant will be provided
with a “Submit” Button. Selecting the Submit Button will complete the process and
send the application to OTS for consideration. If any of the tasks are showing a red “X”
there is a task that has not been completed and must be, in order to get the “Submit”
Button to display.

YOU HAVE COMPLETED THE APPLICATION PROCESS. Good Luck!



CONTRACTUAL SERVICES Page Contractual Services — 1

Anytime that you would like to pay for the services of persons, other than your own
agency’s employees, such as a contractor/consultant, allied agencies, JPA employees, or
employees of other departments, they must be paid by invoices, under a contract,
M.O.U., or purchase order. This is common when paying for dispatchers in a multi-
agency Dispatch Center, Phlebotomists Services, or multi-agency enforcement projects
like the AVOID Program. Please check with your purchasing/contracting official to
determine how the services will be paid for. Contracts and M.O.U.’s require a
Contractual Services Budget, however Purchase Orders are considered Other Direct
Costs. Contractual Services are allowable in most grant types.

OTS suggests you complete all your other budget processes first, and come back to the
Contractual Services Budget due to its complexity.

To begin, go to your Budget Page and under Contractual Services select EDIT. This will
take you to the Contractual Services Details Page. You will type in the description of
one of your Contractual Services Request items and select ADD. The item will appear
and form a list of all the services as you add them. When the line item appears you can
edit it or delete it if necessary.

/2 Contractual Services Details - Intemnet Explorer provided by Dell

s

£] http://stage-egrants.ots.ca.gov/Easygrants_Web_OT s/Applic tent.aspx?Config=Apply 27Config ontractualSe | 49 | X |8 Google L

File Edit View Favorites Tools Help
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x [~ &Y - 4~ |Web Search| [ Bookmarks = [7 Settings = | fy HP Games W@ HP Create ~ [§] Coupons.com  Snapfish /| HP Smart Deals + £ Mail = My Yahoo! + ) Answers + »
' Favorites | 5 @ Suggested Sites » | Get More Add-ons ~
@ Contractual Services Details % ov B v ) @ v Page~ Safetyv Tookv @+
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:%i@l‘gﬁ/ CALIFORNIA OFFICE oF TRAFFIC SAFETY
i
#s7% eGrants System

Complete Grant Application (Grants Made Easy)
Contractual Services Details - Edward Gebing

Fae Instructions

« Enter brief description of Contractual Services and click “Add™
& Click "Edit" to enter in budget narrative.
& Click "Create Sub-Budget” to create budget for contractual senices.

Main
Contact Information
Collaboration

Err T IMPORTANT! After clicking "Create Sub-Budget” the button will disappear and a task will be created for the sub-budget to be completed. OTS recommends continuing with the current budget process (Contractual

Goals and Objectives Services will remain $0). After budget is complete, click on "Home" button on the left navigation bar. Select "View All My Tasks™ and click on the task "Create Sub-Budget".

Uploads .
T T Contractual Services Details

n

Review and Submit
FAQ Description
Limit 50 characters
Log Out

Description Year1 Options
Phiebotomy Senvices $0.00
Allied Agency Officer $0.00

| Protected Mode: On v ®00% v

Description of Services Delete Button Create Sub-Budget Button

When you are sure that the description is proper and the line is necessary, you will
create a Sub-Budget. A pop-up Dialog Box will ask you if you are sure this is the action
you want to take. If you confirm it the Sub-Budget Button and Delete Button will
disappear, and you are not allowed to delete the line item. A task is created on your
Home Page for you to “Create a Contractual Services Sub-Budget”.
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&ﬁﬂ CALIFORNIA OFFICE oF TRAFFIC SAFETY
@%fﬁ eGrants System

Home
My Tasks - Edward Gebing

Welcome to your Easygrants® grantee home page

Change
FAQ
Apply for Funding View All My Tasks

Help

My Grants Profile Apply For Funding

Lo My Tasks

‘EDGW"‘S Primary Contact Task Grant Type Type of Grant Federal Fiscal Year Status Due Date
20025 Gebing, Edward Complete Grant Application (General Grant) General Grants General Pedestrian and Bicycle FFY 2011/2012 Incomplete 013172011 RENvS
Safety

20010 Gebing, Edward Complete Grant Application (Grants Made  Grants Made Easy ~ GME DUI Full Time/Overtime FFY 201172012 Incomplete 01312011 NIV
Easy)

20016 Gebing, Edward Complete Grant Application (Grants Made  Grants Made Easy ~ GME DUI Full Time/Overtime FFY 201112012 Incomplete 01312011 RENMNS
Easy)

20016 Gebing, Edward Create Contraciual Services Sub-Budget  Grants Made Easy  GME DUI Full Time/Overtime FFY 201172012 Incomplete 01/31/2011 NETREV

Back Te Top

For technical assistance, please e-mail eliranisi@ots.ca.oov.
For program assistance, please contact us vis e-mail
Conditions of Use | Privacy Policy | Download Adobe Reader
Fowered by £ asparantso vB.5.0.0 (Stage)

@ Intemet | Protected Mode: On v ®100% v

New Task Created

At the Home Page, select the Task that was created, and it will take you to a new Main
Page specifically for that task. Notice on the new main page that the title at the top
indicates that it is for the Sub-Budget, and the status for the budget is “Incomplete.”
Your navigation options are also different.

.ca.gov/Easygrants_Web_OT: ppl tent,aspx?Config=C: g
File Edit View Favorites Tools Help
x Google |Gl [~] GD{.@ D00~ | ¥ Bookmarks~ (589 blocked | 5 Check + % Autolink + AutoFill (e Send taw @D Settings+
* O3~ 7 ~ L |Web Search| .+ [T Bookmarks = 7 Settings ~ | g HP Games ¥ HP Create ~ [§] Coupons.com  Snapfish (% HP Smart Desls = £ Mail ~ @ My Yahoo! = £ Answers ~ »
i Favorites | 7l @ Suggested Sites ~ 2| Get More Add-ons ~
| @ meain | | P = B) v [ #h v Page~ Safetyv Toolsv d@w
: g CALIFORNIA OFFICE oF TRAFFIC SAFETY
lf.
e@'ﬂ‘@ga&’ eGrants System
Create Contractual Services Sub-Budget
Main . Edward Gebing
| validation Summary
[t Page Name Status
Budget X Incomplete
Budget
u
and Submit
FAQ
Lag Out
Back To Top
Fortechnical assitance, please emal erants@ors o aov.
For program assista & contact us via =mal
Condiion: of Use | Piy 1 Dowrlosd Adobe Fieader
Powered by [ £ V65,00 (Glage)
Done @ Internet | Protected Mode: On h v ®100% v

Select BUDGET from either the Navigation Bar or Validation Summary and you will be
taken to the Sub-Budget Page. The Sub-Budget Page is identical in looks and
operation, to the regular Budget Page, with the exception of the title at the top.
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eGrants System

Create Contractual Services Sub-Budget
Budget - Edward Gebing

Instructions

« Click "Edit" to the right of the budget categories that need to be added into the Sub-Budget
* Click "Continue™ after all cost categories have been completed.

Sub - Costs Allied Agency Officer
Sub - Costs Total

Sub - Costs

Log Out

Year1 Options Total by Line item
Personnel Costs.

Regular Employee En
Hourly Employee En
Overtime Ea

Total by Category

Travel Expense

In State En

@ Intenet | Protected Mode: On f5 v ®100% -

The Sub-Budget is specific to the Contractual Services Descriptor. If you have multiple
descriptors for multiple contracts, such as in this example, you will have multiple Sub-
Budgets. We have a contract with the Department of Health for Phlebotomy Services
and M.O.U.’s with allied agencies for officers to assist in operations.

Complete the budget just as you would the original Budget Page. When finished, select
CONTINUE.

You will be taken to the Uploads Page. If you have Indirect Costs as a part of the
budget you will need to upload the Indirect Cost Rate Proposal Approval Letter (See
Budget-14). If not, select CONTINUE, which will take you to the Review and Submit
Page.

/= Review and Submit - Internet Explorer provided by Dell
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eGrants System

Create Contractual Services Sub-Budget
Review and Submit - Edward Gebing

IMPORTANT! Please review the Sub-Budget by clicking “View PDF” prior to clicking " Submit”. If edits to the Sub-Budget are necessary, use the navigation bars to the left of the screen. When Sub-Budget is accurate and
complete, click " Submit”

Grant information

Grant Type: Grants Made Easy

Grant Opportunity: Traffic Safety Grant - GME
Federal Fiscal Year: FFY 20112012

Type of Grant: GME DUI Full Time/Qvertime

View Full Submissi

Page Name Status.

Budget v’ Complete

Back To Top

Done @ Internet | Protected Mode: On fa v ®10% -
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The Review and Submit Page will show your Status as “Complete,” and will require you
to view the budget via PDF document.

Web_OTS/Core/Controls/Base/pgReportOutputReader.aspx - Intemet Exp
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Personnel Costs E
|

Line ltem Year1 Total by Line Item

Overtime $2800.00 $2800.00 =i

Total by Category $2800.00

Qther Direct Costs

Line Item Year 1 Total by Line Item
Other Direct Costs $3300.00 $3300.00

% Attachments

Total by Category $3300.00

4

£

Total $6100.00 $6100.00
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Downloaded (08): € Unknown Zone | Protected Mode: On A

Be certain that you have completed the Sub-Budget exactly as you want it, because once
you approve it by selecting the SUBMIT Button, you will only be able to view it, but
make no further edits. Selecting the SUBMIT Button also releases the task and shows it
as “Complete”. It enters all the information into your original Budget Page and totals
all the costs for the entire grant.
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General grants are different from GME Grants in that the Goals and Objectives are not
standardized to each grant. The Grantee may customize a General Grant to fit the
particular program that they envision.

The Goals and Objectives Page for a General Grant will also be slightly different from
the GME’s page. There are SEARCH and ADD NEW Buttons for both Goals and
Objectives. A few key Goals and Objectives, that are common to all grants, are required
and will be displayed for you on the Goals and Objectives Page.

To add goals select SEARCH.

{= Goals and Objectives - Windows Internet Explorer
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Complete Grant Application (General Grant) Al
Goals and Objectives - Edward Gebing =
Home Instructions
Main GOALS: Click “Search™ to search gaoals list. If goal cannot be found, click “Add New™ to write your own. NOTE: Some goals
Contact Information are required by 0TS and will automatically populate.
Collaboration
Grant Information OBJECTIVES: Click “ Search” to search objectives list. If objective cannot be found, click “Add™ to write your own. NOTE:
Some objectives are required by OTS and will automatically populate.
Budget . ) . ) - ) :
Unloads ¢ Click "Add" {or "Edit" as necessary) to add required data for objectives, if applicable.
P = . o \When all goal and chjective datais entered, click “Continue”.
Agency Authority
FELE TR IMPORTANT: The page displays anly 10 records at atime. Ta display mare, click on " Show All" or "Next" (located at the
bottom right of each section) to display more than 10 records, when applicable.
FAQ
Grant Information
Log Out Grant Type: General Grants
Grant Opportunity: Traffic Safety Grant- General
Federal Fiscal Year: FFY 201172012
Type of Grant: General Pedestrian and Bicycle Safety
—
1D Number Item
5 Ta reduce the number of persons killed in traffic collisions.
i Ta reduce the number of persons injured in traffic collisions.
ID Humber Item
25 Toissue a press release announcing the kick-off of the grant by Movember 15 of the first grant year. The v
€D Internet v Hon <

You will be taken to the Goals and Objectives Search Page. From the drop-down menu,
select the Program Area for the grant. Use the Category pull-down to refine your
search, or highlight “ALL” to see all those goals that may apply. Select FIND. The
Goals will appear in the results box. Goals with a check box next to them may be
selected for your grant. Those without the checkbox are required and will appear
without having to be selected.



General Grant Goals and Objectives-2

Goals and Objectives Search - Windows Internet Explorer
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(TET e+ Select Program Area from drop-down menu e
Contact Information =« Select Category from drop-down menu
Collaboralion « Click “Find” to display list of selections
o 5 Click box or Select All” to select
Grant Information -
- - « To add additional categories, click “Save™ and reselect from Category drop-down menu
Budget MOTE: For General Grants, you may select multiple Program Areas and Categories
Uploads
vt and Sub | searchfiters |
Review and Submit
Search type Goals
FAQ
Program Area | Pedestrian & Bicycle Safety v|
Category Ped i ~
Log Out edestrian
| Clear |
Results
ID Humber Item
= 27 Toreduce the number of pedestrians Killed.
= 28 To reduce the number of pedestrians injured.
L] 29 To reduce the number of pedestrians killed under the age of 15
Ll 30 To reduce the number of pedestrians injured under the age of 15
Ll 21 To reduce the number of pedestrians killed overthe age of 65,
= 32 Toreduce the number of pedestrians injured over the age of 65.
O select A
[ Save | Save and Ciose ] Ciose |
Back To Top
For technical assistance, please e-mail eGrantsiEots. ca gov. g
&P Internet 5 - | ®ioow -

Select the Goals, and when finished select SAVE AND CLOSE.

Choose Objectives in the same manner.

It should be noted that since there are a large number of Objectives, they each had to be
limited to only one category. Many of the Objectives overlap, especially in the
Categories of Youth Programs, Education, or Public Relations. In order to have a wider
selection, you should look at each of the categories, or choose “ALL”. Look at the
bottom of the page to see that you are viewing all records.

oals and Objectives Search - Windows Internet Explorer
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perfermance reports, as required by OTS, throughout the grant period. ~
125 To develop and distribute __ multilingual radic/TV public service announcements (P3As).
180 To conduct pre- and post-hicycle safety helmet usage rate surveys during the months of October

(start of the grant) and September (end of the grant) of each grant year.
O 181 To conduct _ bike/ped classroom workshops impacting approximately __ people.
182 To conduct__ bicycle rodeos impacting approximately _ people.
Viewing Records 1-10 of 34 Mext 10 = | Last 10 == | Show All
[ Select All

Save and Close
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